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FAX No. - N° de FAX

(819)997-2229

Time Zone

Eastern Daylight Saving
Time EDT

Security - Sécurité

Cette Demande d´offre à commandes comprend des dispositions en matière de sécurité.

Canada, as represented by the Minister of Public Works and 
Government Services Canada, hereby requests a Standing Offer 
on behalf of the Identified Users herein.

Comments - Commentaires

Issuing Office - Bureau de distribution

Services Procurement-Instruments Management 
Division/Approvisionnements de services-Gestion des 
instruments
11 Laurier St. / 11, rue Laurier
11C1, Place du Portage III
Gatineau
Quebec
K1A 0S5

                                            Specified Herein
                                      Précisé dans les présentes

Instructions:  See Herein

Instructions:  Voir aux présentes

Request For a Standing Offer
Demande d'offre à commandes
National Master Standing Offer (NMSO)

Offre à commandes principale et nationale (OCPN)

Bid Receiving - PWGSC / Réception des 
soumissions - TPSGC
11 Laurier St. / 11, rue Laurier
Place du Portage, Phase III
Core 0B2 / Noyau 0B2
Gatineau
Quebec
K1A 0S5
Bid Fax: (819) 997-9776

RETOURNER LES SOUMISSIONS À:
RETURN BIDS TO:

CCC No./N° CCC - FMS No./N° VME

Fuseau horaire02:00 PM
2017-09-12

This request for a Standing Offer includes provisions for security.

Le Canada, représenté par le ministre des Travaux Publics et 
Services Gouvernementaux Canada, autorise par la présente, 
une offre à commandes au nom des utilisateurs identifiés 
énumérés ci-après. 

Vendor/Firm Name and Address
Raison sociale et adresse du
fournisseur/de l'entrepreneur

GETS Ref. No. - N° de réf. de SEAG

PW-$$ZQ-011-31749

Buyer Id - Id de l'acheteur
011zq

2017-08-21
Date

Destination - des biens, services et construction:
Destination - of Goods, Services, and Construction:

(873)469-4802 (    )
Telephone No. - N° de téléphone

Harrison, Linda
Address Enquiries to: - Adresser toutes questions à:

Delivery Required - Livraison exigée

on - le
at - à
Solicitation Closes - L'invitation prend fin
011zq.E60ZQ-140001
File No. - N° de dossier

Client Reference No. - N° de référence du client

Solicitation No. - N° de l'invitation

Office ErgonomicsServices/Ergonomie
Title - Sujet

E60ZQ-140001/C

E60ZQ-140001

Vendor/Firm Name and Address

Name and title of person authorized to sign on behalf of Vendor/Firm
(type or print)

Signature Date

de l'entrepreneur (taper ou écrire en caractères d'imprimerie)
Nom et titre de la personne autorisée à signer au nom du fournisseur/

See Herein

Raison sociale et adresse du fournisseur/de l'entrepreneur

Telephone No. - N° de téléphone

Facsimile No. - N° de télécopieur
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THIS IS A REFRESH OF STANDING OFFERS E60ZQ-140001/XXX/ZQ

The purpose of this Refresh Request for Standing Offer (RFSO) solicitation is:

1. To permit new suppliers to submit offers and potentially qualify to become National Master 
Standing Offer (NMSO) Holders (a “New Offeror”) for the provision of office ergonomic 
assessment services to Canadian Government Departments, Agencies and Crown 
Corporations in various Region(s) and/or Metropolitan Area(s) across Canada.

New Offerors must meet all of the requirements of the RFSO to be recommended for award of 
an NMSO.

2. To permit existing NMSO Holders (an “Existing Offeror”) to submit a revised Pricing Schedule 
in order to, a) propose new pricing for the Region(s) and/or Metropolitan Area(s) for which they 
had qualified under their existing Standing Offers; and/or b) to qualify in additional Region(s) 
and/or Metropolitan Area(s).

Existing Offerors who submit a revised Pricing Schedule are not required to re-demonstrate 
their compliance to the Technical Evaluation Criteria; proposals of this nature will only be 
subject to a Financial Evaluation.
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PART 1 - GENERAL INFORMATION

1.1. Introduction

The Request for Standing Offers (RFSO) is divided into seven (7) parts plus attachments and 
annexes, as follows:

Part 1 General Information: provides a general description of the requirement;

Part 2 Offeror Instructions: provides the instructions applicable to the clauses and conditions of the 
RFSO;

Part 3 Offeror Preparation Instruction: provides offerors with instructions on how to prepare their offer 
to address the evaluation criteria specified;

Part 4 Evaluation Procedures and Basis of Selection:  indicates how the evaluation will be 
conducted, the evaluation criteria which must be addressed in the offer and the basis of 
selection;

Part 5 Certifications: includes the certifications to be provided;

Part 6 Security and Insurance Requirements:  includes specific requirements that must be 
addressed by offerors; and

Part 7 Standing Offer and Resulting Contract Clauses:

7A Standing Offer: includes the SO containing the offer from the Offeror and the 
applicable clauses and conditions;

7B Resulting Contract Clauses: includes the clauses and conditions which will apply to 
any contract resulting from a call-up made pursuant to the SO.

The Annexes include the Statement of Work, the Basis of Payment and any other annexes.

1.2. Summary

1.2.1 This solicitation is a refresh of Standing Offer (SO) E60ZQ-140001/XXX/ZQ for the provision of 
office ergonomic assessment services. It provides the opportunity for new suppliers to provide offers to 
qualify to become an SO holder (“New Offerors”) and for existing SO Holders (“Existing Offerors”) to 
submit a revised basis of payment under their existing SO(s) and/or to qualify in additional Region(s) 
and/or Metropolitan Area(s) where they can provide office ergonomic assessment services.

1.2.2 The Request for Standing Offer (RFSO) is intended to result in the issuance of new or revision(s)
to existing National Master Standing Offer(s) (NMSO(s)) as applicable.  An NMSO is generally issued 
for the use of all departments, agencies and Crown corporations. Public Works and Government 
Services Canada (PWGSC) contracting officers and Identified Users are both authorized to make 
call-ups. 

1.2.3 No limit will be set on the number of SOs to be issued per Regions and Metropolitan Areas.

1.2.4 The period of the Standing Offer shall be from date of issuance of the SO until December 15, 
2018.
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1.2.5 For services requirements, Offerors must provide the required information as detailed in article 
2.3 of Part 2 of the Request for Standing Offers (RFSO), in order to comply with Treasury Board 
policies and directives on contracts awarded to former public servants.

1.2.6 The requirement is limited to Canadian goods and/or services.

1.2.7 The Request for Standing Offers (RFSO) is to establish National Master Standing Offers for 
the requirement detailed in the RFSO, to the Identified Users across Canada, excluding locations 
within Yukon, Northwest Territories, Nunavut, Quebec, and Labrador that are subject to 
Comprehensive Land Claims Agreements (CLCAs). Any requirement for deliveries to locations within 
CLCAs areas within Yukon, Northwest Territories, Nunavut, Quebec, or Labrador will have to be 
treated as a separate procurement, outside of the resulting standing offers.

1.3. Security Requirement 

There are security requirements associated with the requirement of the Standing Offer. For additional 
information, see Part 6 - Security and Insurance Requirements, and Part 7 - Standing Offer and 
Resulting Contract Clauses. For more information on personnel and organization security screening or 
security clauses, Offerors should refer to the Industrial Security Program (ISP) of Public Works and 
Government Services Canada (http://ssi-iss.tpsgc-pwgsc.gc.ca/index-eng.html) website.

1.4. Debriefings

The Standing Offer (SO) Authority will notify all Offerors as to why their offer was not selected.  The 
reason the Offeror’s offer was not accepted will be set out in the regret letter.

1.5 Key Terms

1.5.1 A New Offeror refers to a supplier that was not issued an SO under any previous iteration of the
ERGO solicitation E60ZQ-140001.

1.5.2 An Existing Offeror refers to a supplier that was issued an SO under the ERGO solicitation
E60ZQ-140001/B.

1.5.3 A New Offer refers to an offer from a New or Existing Offeror for a) a Region/Metropolitan Area 
for which it currently does not hold an SO or b) a change in price or rate for a Region/Metropolitan 
Area for which it currently holds an SO (as applicable).

1.5.4 An Existing Offer refers to price(s) and rate(s) identified in an Existing Offerors’ SO for
Region(s) and/or Metropolitan Area(s) for which it is already qualified.
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PART 2 - OFFEROR INSTRUCTIONS

2.1. Standard Instructions, Clauses and Conditions

All instructions, clauses and conditions identified in the Request for Standing Offers (RFSO) by 
number, date and title are set out in the Standard Acquisition Clauses and Conditions Manual
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual)
issued by Public Works and Government Services Canada.

Offerors who submit an offer agree to be bound by the instructions, clauses and conditions of the 
RFSO and accept the clauses and conditions of the Standing Offer and resulting contract(s).

The 2006 (2017-04-27) Standard Instructions - Request for Standing Offers - Goods or Services -
Competitive Requirements, are incorporated by reference into and form part of the RFSO.

Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services -
Competitive Requirements, is amended as follows:

Delete: sixty (60) days
Insert: 120 calendar days

2.2. Submission of Offers

Offers must be submitted only to Public Works and Government Services Canada (PWGSC) Bid 
Receiving Unit by the date, time and place indicated on page 1 of the RFSO solicitation.

Due to the nature of the RFSO, bids transmitted by facsimile or electronic mail to PWGSC will not be 
accepted.

2.3. Former Public Servant

Contracts awarded to former public servants (FPS) in receipt of a pension or of a lump sum payment 
must bear the closest public scrutiny, and reflect fairness in the spending of public funds. In order to 
comply with Treasury Board policies and directives on contracts awarded to FPS, offerors must 
provide the information required below before the issuance of a standing offer. If the answer to the 
questions and, as applicable the information required have not been received by the time the 
evaluation of offers is completed, Canada will inform the Offeror of a time frame within which to provide 
the information. Failure to comply with Canada’s request and meet the requirement within the 
prescribed time frame will render the offer non-responsive.

Definitions

For the purposes of this clause,
“former public servant" is any former member of a department as defined in the Financial 
Administration Act R.S., 1985, c. F-11, a former member of the Canadian Armed Forces or a former 
member of the Royal Canadian Mounted Police. A former public servant may be:

a. an individual;
b. an individual who has incorporated;
c. a partnership made of former public servants; or
d. a sole proprietorship or entity where the affected individual has a controlling or major interest 

in the entity.
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"lump sum payment period" means the period measured in weeks of salary, for which payment has 
been made to facilitate the transition to retirement or to other employment as a result of the 
implementation of various programs to reduce the size of the Public Service. The lump sum payment 
period does not include the period of severance pay, which is measured in a like manner.

"pension" means a pension or annual allowance paid under the Public Service Superannuation Act
(PSSA), R.S., 1985, c. P-36, and any increases paid pursuant to the Supplementary Retirement 
Benefits Act, R.S., 1985, c. S-24 as it affects the PSSA. It does not include pensions payable 
pursuant to the Canadian Forces Superannuation Act, R.S., 1985, c. C-17, the Defence Services 
Pension Continuation Act, 1970, c. D-3, the Royal Canadian Mounted Police Pension Continuation 
Act , 1970, c. R-10, and the Royal Canadian Mounted Police Superannuation Act, R.S., 1985, c. 
R-11, the Members of Parliament Retiring Allowances Act, R.S. 1985, c. M-5, and that portion of 
pension payable to the Canada Pension Plan Act, R.S., 1985, c. C-8.

Former Public Servant in Receipt of a Pension

As per the above definitions, is the Offeror a FPS in receipt of a pension? 

YES (   ) NO (   )

If so, the Offeror must provide the following information, for all FPS in receipt of a pension, as 
applicable:

a. name of former public servant;
b. date of termination of employment or retirement from the Public Service.

By providing this information, Offerors agree that the successful Offeror's status, with respect to being 
a former public servant in receipt of a pension, will be reported on departmental websites as part of the 
published proactive disclosure reports in accordance with Contracting Policy Notice: 2012-2 and the 
Guidelines on the Proactive Disclosure of Contracts.

Work Force Adjustment Directive
Is the Offeror a FPS who received a lump sum payment pursuant to the terms of the Work Force 
Adjustment Directive? 

YES (   ) NO (   )

If so, the Offeror must provide the following information:

a. name of former public servant;
b. conditions of the lump sum payment incentive;
c. date of termination of employment;
d. amount of lump sum payment;
e. rate of pay on which lump sum payment is based;
f. period of lump sum payment including start date, end date and number of weeks;
g. number and amount (professional fees) of other contracts subject to the restrictions of 

a work force adjustment program. For all contracts awarded during the lump sum 
payment period, the total amount of fees that may be paid to a FPS who received a 
lump sum payment is $5,000, including Applicable Taxes.
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2.4.   Enquiries - Request for Standing Offers

All enquiries must be submitted in writing to the SO Authority no later than five (5) calendar days 
before the Request of Standing Offer (RFSO) closing date. Enquiries received after that time may not 
be answered. 

Offerors should reference as accurately as possible the numbered item of the RFSO to which the 
enquiry relates. Care should be taken by offerors to explain each question in sufficient detail in order to 
enable Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature 
must be clearly marked "proprietary" at each relevant item. Items identified as "proprietary" will be 
treated as such except where Canada determines that the enquiry is not of a proprietary nature. 
Canada may edit the questions or may request that offerors do so, so that the proprietary nature of the 
question is eliminated, and the enquiry can be answered with copies to all offerors. Enquiries not 
submitted in a form that can be distributed to all offerors may not be answered by Canada.

2.5. Applicable Laws

The Standing Offer (SO) and any contract resulting from the SO must be interpreted and governed, 
and the relations between the parties determined, by the laws in force in the province of Ontario, 
Canada. 

Offerors may, at their discretion, substitute the applicable laws of a Canadian province or territory of 
their choice without affecting the validity of their offer, by deleting the name of the Canadian province 
or territory specified and inserting the name of the Canadian province or territory of their choice. If no 
change is made, it acknowledges that the applicable laws specified are acceptable to the offerors.
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PART 3 - OFFER PREPARATION INSTRUCTIONS

3.1. Offer Preparation Instructions

Canada requests that offerors provide their offer in separately bound sections as follows:

Section I: Technical Offer - 2 hard copy and 1 soft copy on USB Stick;
Section II: Financial Offer - 1 hard copy and 1 soft copy on USB Stick; and
Section III: Certifications - 1 hard copy and 1 soft copy on USB Stick.

If there is a discrepancy between the wording of the soft copy and the hard copy, the wording of the 
hard copy will have priority over the wording of the soft copy.

Prices must appear in the financial offer only.  No prices must be indicated in any other section of the 
offer.

Canada requests that offerors follow the format instructions described below in the preparation of their 
offer:

(a) use 8.5 x 11 inch (216 mm x 279 mm) paper;
(b) use a numbering system that corresponds to that of the RFSO.

In April 2006, Canada issued a policy directing federal departments and agencies to take the 
necessary steps to incorporate environmental considerations into the procurement process Policy on 
GreenProcurementhttp://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique
-policy-eng.html).  To assist Canada in reaching its objectives, offerors should:

1) use paper containing fibre certified as originating from a sustainably-managed forest 
and/or containing minimum 30% recycled content; and

2) use an environmentally-preferable format including black and white printing instead of 
colour printing, printing double sided/duplex, using staples or clips instead of cerlox, 
duotangs or binders.

3.2 Section I: Technical Offer

For this Section:

1. The Technical Offer for a New Offeror must contain the information required to demonstrate 
how they meet the Technical Evaluation requirements described in Part 4 below.

2. An Existing Offeror is not required to re-demonstrate their compliance to the Technical 
Evaluation requirements, however, Attachment 3 to Part 4 – Acceptance of Revised NMSO 
Terms and Conditions should be submitted.

NOTE: The purpose of this RFSO is not to qualify resources at this point in time; therefore, resumes 
are not requested and should not be submitted with the offer.

3.3 Section II:   Financial Offer

3.3.1 For this Section, the Financial Offer for:

1. A New Offeror and an Existing Offeror who chooses to submit a revised pricing schedule must 
include the completed pricing schedule in Attachment 1 to Part 3.
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2. An Existing Offeror who chooses to not submit a revised pricing schedule should include the 
signed Certification, Attachment 2 to Part 3.

3.3.2 A New Offeror should include the following information in their financial offer:

(a) Their legal name;
(b) Their Procurement Business Number (PBN); and
(c) The name of the contact person (including this person’s mailing address, 

phone and facsimile numbers and e-mail address) authorized by the Offeror to 
enter into communications with Canada with regards to:
II. their Offer and
III. any SO that may result from their Offer.

3.3.3 Payment of Invoices by Credit Card

Canada requests that New Offerors and Existing Offerors that wish to change the form of acceptable 
payment complete one of the following:

a) (   ) Government of Canada Acquisition Cards (credit cards) will be accepted for
payment of call-ups against the standing offer.

The following credit card(s) are accepted:
VISA _______
Master Card _______

b) (   ) Government of Canada Acquisition Cards (credit cards) will not be accepted for 
payment of call-ups against the standing offer.

The Offeror is not obligated to accept payment by credit card.

Acceptance of credit cards for payment of call-ups will not be considered as an evaluation criterion.

3.4 Section III: Certifications, Security and Insurance Requirements

New Offerors must submit the certifications required under Part 5 and are requested to submit the 
information to substantiate that they meet the Security and Insurance Requirements indicated in Part
6. Existing Offerors are not required to re-submit any certifications or re-substantiate that they meet 
the Security and Insurance Requirements.
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ATTACHMENT 1 TO PART 3
PRICING SCHEDULE 

1.0 In the following pricing schedule, the Offeror must include a single, firm price per Initial 
Assessment and fixed hourly rate for any Follow-up Assessment for each of the Regions 
and/or Metropolitan Areas where they are offering to provide office ergonomic assessment 
services.

NOTE: When submitting a revised pricing schedule, an Existing Offeror must identify prices
and rates for all Region(s)/Metropolitan Area(s) in which it is currently qualified (regardless if a 
New Offer is or is not being proposed) AND any it proposes to qualify in, as applicable.  If a
price or rate is not provided for any Region(s)/Metropolitan Area(s) in which it is currently 
qualified, this may be considered to be a withdrawal of the applicable offer.

2.0 The Offeror must submit their prices and rates in Canadian funds, FOB destination, as 
applicable, Canadian customs duties and excise taxes included, as applicable, and GST or 
HST excluded.  The prices and rates included in the pricing schedule includes travel and 
living expenses within the applicable Metropolitan Area(s) only. (See Annex B Basis of 
Payment).

Regions/Metropolitan Area Firm Price per Initial 
Ergonomic Assessment

Firm Hourly Rate per 
Follow-up Ergonomic 

Assessment

Total Evaluated Price

A B A + B
Regions
Atlantic $ $ $
Quebec $ $ $
Ontario $ $ $
Western $ $ $
Pacific $ $ $

Metropolitan Areas
Halifax $ $ $
Moncton $ $ $
Quebec City $ $ $
Montreal $ $ $
Toronto $ $ $
National Capital $ $ $
Winnipeg $ $ $
Saskatoon $ $ $
Calgary $ $ $
Edmonton $ $ $
Vancouver $ $ $
Victoria $ $ $
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ATTACHMENT 2 TO PART 3

Existing Offeror who chooses to not submit a revised pricing schedule 

Name and Address of Existing Offeror:

Firm Name: __________________________________

Name of contact: ______________________________

Address: __________________________________

__________________________________________

I confirm that the prices and rates already identified in Standing Offer E60ZQ-140002/###/ZQ (insert 
applicable SO number in lieu of ###) remain valid for the duration of the remaining period of the 
Standing Offer.

_______________________________ Date: _______________________
Signature of Offeror



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur
E60ZQ-140001/C 011zq
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME
E60ZQ-140001 011zqE60ZQ-140001

______________________________________________________________________________________________________________

Part - Partie 2 of - de 2  /  Page 13 of - de 43

PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

4.1. Evaluation Procedures

(a) Offers will be assessed in accordance with the entire requirement of the Request for Standing 
Offer (RFSO) including the technical and financial evaluation criteria.

(b) An evaluation team composed of representatives of Canada will evaluate the offers.

(c) The evaluation team will determine first if there are two (2) or more offers with a valid 
Canadian Content certification. In that event, the evaluation process will be limited to the offers 
with the certification; otherwise, all offers will be evaluated. If some of the offers with a valid 
certification are declared non-responsive, or are withdrawn, and less than two responsive 
offers with a valid certification remain, the evaluation will continue among those offers with a 
valid certification. If all offers with a valid certification are subsequently declared 
non-responsive, or are withdrawn, then all the other offers received will be evaluated.

4.1.1 Technical Evaluation

A New Offeror’s Technical Offer must meet all of the mandatory technical criteria specified in 
the table in Attachment 1 to Part 4 below in order to be declared responsive. The Offeror must 
provide the necessary documentation to support compliance.

Existing Offerors who submit a signed Attachment 3 to Part 4 – Acceptance of Revised NMSO 
Terms and Conditions will be declared responsive. If an Existing Offeror chooses not to 
submit the signed Attachment 3 to Part 4, this will be considered as a withdrawal of their Offer.

4.1.2 Financial Evaluation

Step 1 Each Offeror (New and Existing) will have a “Total Evaluated Price” calculated in each 
Region/Metropolitan Area it submitted a New Offer and/or it has an Existing Offer.
The Total Evaluated Price will be the sum of the Firm Price per Initial Ergonomic 
Assessment plus the Firm Hourly Rate per Follow-up Ergonomic Assessment of the 
applicable Pricing Schedule.

Step 2 A median price will be calculated amongst all New Offers and Existing Offers in each 
Region/Metropolitan Area, as applicable, using the median function in Microsoft Excel.  
A median is the middle offer in a set of offers whereby half of the offers are greater 
and half are lower. If the total number of technically responsive New Offers and
Existing Offers is even, then an average of the middle 2 Total Evaluated Prices will be 
used to calculate the median.

Step 3 The Median Price Range, defined as + or – 40% of the median price determined in 
Step 2, will be calculated for each Region/Metropolitan Area.

Step 4 (i)  A New Offer whose Total Evaluated Price falls outside the Median Price Range 
determined in Step 3 will be declared non-responsive for the applicable
Region(s)/Metropolitan Area(s). 

(ii)  A New Offer whose total evaluated price falls within or is equal to the upper or 
lower limit of the Median Price Range determined in Step 3 will be declared 
responsive for the applicable Region(s)/Metropolitan Area(s).
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(iii) An Existing Offer will be declared responsive for the applicable 
Region(s)/Metropolitan Area(s), even if the Total Evaluated Price(s) fall outside the 
Median Price Range, however, their previous NMSO ranking will be adjusted based 
on the results of this Refresh.

4.2. Basis of Selection

(a) To be recommended for award of an SO or continue to be an SO Holder, an offer must:

(i)   comply with all the requirements of the RFSO; 
(ii)   be declared responsive for the Technical Evaluation ; and
(iii)   be declared responsive for the Financial Evaluation.

(b) Offers not meeting (i) or (ii) or (iii) will be declared non-responsive.

(c) For each Region/Metropolitan Area, responsive offers will be ranked in ascending order of 
Total Evaluated Prices. If an Offeror has more than one responsive offer (within different 
Regions/Metropolitan Areas), only one SO will be recommended for issuance which will 
combine the specific Regions/Metropolitan Areas.
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ATTACHMENT 1 TO PART 4
MANDATORY TECHNICAL CRITERIA

A1.1 Mandatory Technical Criteria

New Offerors are requested to provide the information in the form of a log. See Suggested Response 
Template for MT1 and MT2 in Attachment 2 to Part 4.

Mandatory Technical Criterion Meets 
Requirements 

Yes / No

Cross Reference 
to Response

MT1
The New Offeror must demonstrate that they have a 
minimum of five (5) years of experience prior to bid 
solicitation in providing office ergonomic assessment 
services to outside clients.  A minimum of one (1) project
per year must be submitted.

For each project, the New Offeror must provide the 
following background information:

-Name of Client Organization.
-Start and end date.
-Roles and responsibilities.
-Client Representative’s name and phone # (can either 

be the person who was assessed or person who 
requested the assessment).

References may be contacted to verify the work performed.
MT2
The New Offeror must demonstrate that they have provided 
a minimum of 150 office ergonomic assessments to outside 
clients within the last 3 years prior to bid solicitation.

For each project, the New Offeror must provide the 
following background information:

-Name of Client Organization.
-Start and end date.
-Roles and responsibilities.
-Client Representative’s name and phone # (can either 

be the person who was assessed or person who 
requested the assessment). 

References may be contacted to verify the work performed.
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ATTACHMENT 2 TO PART 4

SUGGESTED RESPONSE TEMPLATE FOR MT1 and MT2

MT1
Name of client 
organization

Start and 
end dates      

(month/year to 
month/year)

Roles and 
Responsibilities

Client 
representative's 

name

Client 
representative's 

telephone number

Year 1:  
1.

2.

Year 2:
1.

2.

Year 3:
1.

2.

Year 4:
1.

2.

Year 5:
1.

2.

MT2
# Name of client 

organization
Start and end dates     
(month/year to 
month/year)

Roles and 
Responsibilities

Client 
representative's 
name

Client representative's 
telephone number

1.

2.

Up to 
150
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ATTACHMENT 3 TO PART 4 –
Acceptance of Revised NMSO Terms and Conditions 

To be completed by all existing Standing Offer Holders

Name and Address of Existing Offeror:

Firm Name: __________________________________

Name of contact: ______________________________

Address: __________________________________

__________________________________________

I accept the terms and conditions of the Refresh Request for Standing Offer (RFSO).  

_________________________________ _________________
Signature of Offeror Date
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PART 5 - CERTIFICATIONS

Offerors must provide the required certifications and associated information to be issued a standing 
offer.  

The certifications provided by offerors to Canada are subject to verification by Canada at all times.  
Canada will declare an offer non-responsive, will have the right to set-aside a standing offer, or will 
declare a contractor in default in carrying out any of its obligations under any resulting contracts, if any 
certification made by the Offeror is found to be untrue whether made knowingly or unknowingly during 
the offer evaluation period, during the Standing Offer period, or during the contract period.

The Standing Offer Authority will have the right to ask for additional information to verify the Offeror’s 
certifications.  Failure to comply and to cooperate with any request or requirement imposed by the 
Standing Offer Authority may render the Offer non-responsive, may result in the setting aside of the 
Standing Offer or constitute a default under the Contract.

5.1. Certifications Required Precedent to Issuance of a Standing Offer

The Certifications Required Precedent to Issuance of a Standing Offer (SO), should be completed and 
submitted with the offer, but may be submitted afterwards. If any of these required certifications is not 
completed and submitted as requested, the SO Authority will so inform the Offeror and provide the 
Offeror with a time frame within which to meet the requirement. Failure to comply with the request of 
the SO Authority and meet the requirement within that time period will render the offer non-responsive.

5.1.1 Integrity Provisions - Declaration of Convicted Offences 

In accordance with the Integrity Provisions of the Standard Instructions, all offerors must 
provide with their offer, if applicable, the declaration form available on the Forms for the 
Integrity Regime website (http://www.tpsgc-pwgsc.gc.ca/ci-if/declaration-eng.html), to be given 
further consideration in the procurement process.

5.1.2 Federal Contractors Program for Employment Equity - Standing Offer Certification

By submitting an offer, the Offeror certifies that the Offeror, and any of the Offeror's members 
if the Offeror is a Joint Venture, is not named on the Federal Contractors Program (FCP) for 
employment equity "FCP Limited Eligibility to Bid" list ) available at the bottom of the page of 
the Employment and Social Development Canada-Labour's website 
(http://www.esdc.gc.ca/en/jobs/workplace/human_rights/employment_equity/federal_contracto
r_program.page?&_ga=1.229006812.1158694905.1413548969).

Canada will also have the right to terminate the Call-up for default if a Contractor, or any 
member of the Contractor if the Contractor is a Joint Venture, appears on the “FCP Limited 
Eligibility to Bid” list during the period of the Contract.

5.2. Additional Certifications Required Precedent to Issuance of a Standing Offer

The certifications listed below should be completed and submitted with the offer, but may be submitted 
afterwards. If any of these required certifications is not completed and submitted as requested, the 
Standing Offer Authority will inform the Offeror of a time frame within which to provide the information. 
Failure to comply with the request of the Standing Offer Authority and to provide the certifications 
within the time frame provided will render the offer non-responsive.
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5.2.1 Canadian Content Certification

SACC Manual clause A3050T (2014-11-27), Canadian Content Definition

This procurement is conditionally limited to Canadian services.

Subject to the evaluation procedures contained in the request for standing offer, offerors 
acknowledge that only offers with a certification that the services offered are Canadian 
services, as defined in clause A3050T, may be considered.

Failure to provide this certification completed with the offer will result in the services offered 
being treated as non-Canadian services.

The Offeror certifies that:

(     )       the services offered are Canadian services as defined in paragraph 2 of clause 
A3050T.
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PART 6 - SECURITY AND INSURANCE REQUIREMENTS

6.1. Security Requirement

6.1.1 Before issuance of a standing offer, the following conditions must be met:

(a) the Offeror must hold a valid organization security clearance as indicated in Part 7A -
Standing Offer;

6.1.2 Offerors are reminded to obtain the required security clearance promptly. Any delay in the 
issuance of a standing offer to allow the successful offeror to obtain the required clearance will 
be at the entire discretion of the Standing Offer Authority.

6.1.3 Bidders may request that the Standing Offer Authority consider security sponsorship of their 
candidacy to seek DOS clearance. This request may be made at any time before bid closing 
by sending the request via email to the attention of the Standing Offer Authority.

6.1.4 For additional information on security requirements, offerors should refer to the Canadian 
Industrial Security Directorate (CISD), Industrial Security Program of Public Works and 
Government Services Canada (http://www.tpsgc-pwgsc.gc.ca/esc-src/index-eng.html) website.

6.2. Insurance Requirements

6.2.1 The Offeror must provide a letter from an insurance broker or an insurance company licensed 
to operate in Canada stating that the Offeror, if issued a standing offer as a result of the 
request for standing offer, can be insured in accordance with the Insurance Requirements 
specified in ”Annex G”.

6.2.2 If the information is not provided in the offer, the Standing Offer Authority will so inform the 
Offeror and provide the Offeror with a time frame within which to meet the requirement. Failure 
to comply with the request of the Standing Offer Authority and meet the requirement within that 
time period will render the offer non-responsive.
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PART 7 - STANDING OFFER AND RESULTING CONTRACT CLAUSES

7A. STANDING OFFER

7A.1. Offer

The Offeror offers to perform the Work in accordance with the Statement of Work at Annex A.

7A.2. Security Requirement

7A.2.1 The following security requirement (SRCL and related clauses) applies and form part of the 
Standing Offer:

1.     The Contractor/Offeror must, at all times during the performance of the Contract/Standing Offer, 
hold a valid Designated Organization Screening (DOS), issued by the Canadian Industrial 
Security Directorate (CISD), Public Works and Government Services Canada (PWGSC).

2.     The Contractor/Offeror personnel requiring access to sensitive work site(s) must EACH hold a 
valid RELIABILITY STATUS, granted or approved by CISD/PWGSC.

3.    Subcontracts which contain security requirements are NOT to be awarded without the prior 
written permission of CISD/PWGSC.

4.    The Contractor/Offeror must comply with the provisions of the:

(a) Security Requirements Check List and security guide (if applicable), attached at Annex D;
(b) Industrial Security Manual (Latest Edition).  
http://ssi-iss.tpsgc-pwgsc.gc.ca/msi-ism/msi-ism-eng.html

7A.3. Standard Clauses and Conditions

All clauses and conditions identified in the Standing Offer and resulting contract(s) by number, date 
and title are set out in the Standard Acquisition Clauses and Conditions Manual
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual)
issued by Public Works and Government Services Canada.

7A.3.1 General Conditions

2005 (2016-04-04) General Conditions - Standing Offers - Goods or Services, apply to and form part of 
the Standing Offer.

7A.3.2 Periodic Usage Reports - Standing Offers 

The Offeror must compile and maintain records on its provision of goods, services or both to the 
federal government under contracts resulting from the Standing Offer. This data must include all 
purchases, including those paid for by a Government of Canada Acquisition Card.
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The Offeror must provide this data in accordance with the reporting requirements detailed in Annex 
"E ". If some data is not available, the reason must be indicated. If no goods or services are provided 
during a given period, the Offeror must still provide a "nil" report.

The data must be submitted on a quarterly basis to the Standing Offer Authority.

The quarterly reporting periods are defined as follows:

1st quarter: January 1 to March 31;
2nd quarter: April 1 to June 30;
3rd quarter: July 1 to September 30;
4th quarter: October 1 to December 31.

The data must be submitted to the Standing Offer Authority no later than 15 calendar days after the 
end of the reporting period.

7A.4. Term of Standing Offer

7A.4.1 Period of the Standing Offer

The period of the Standing Offer shall be from date of issuance of the SO until December 15, 2018
The period for making call-ups against the SO is from date of issuance of the SO to December 15, 
2018.

7A.5. Authorities

7A.5.1 Standing Offer Authority

The SO Authority is:

Linda Harrison
Supply Specialist
Public Works and Government Services Canada
Acquisitions Branch
Professional Services Procurement Directorate
Place du Portage, Phase III
11 Laurier Street, Gatineau, Québec, K1A 0S5
Telephone: 819-956-1074
Facsimile: 819-997-2229
E-mail: linda.harrison@tpsgc-pwgsc.gc.ca

The SO Authority is responsible for the establishment of the SO, its administration and its revision, if 
applicable. 
Upon the making of a call-up, as Contracting Authority, he/she is responsible for any contractual 
issues relating to individual call-ups made against the SO by any Identified User.

7A.5.2 Project Authority

The Project Authority for the SO is identified in the call-up against the SO.

The Project Authority is the representative of the department, agency or Crown corporation for whom 
the Work will be carried out under a call-up against the SO and is responsible for all the technical 
content of the Work under the resulting Contract. 
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7A.5.3 Offeror's Representative

(To be identified at time of issuance)

7A.6. Proactive Disclosure of Contracts with Former Public Servants

By providing information on its status, with respect to being a former public servant in receipt of a 
Public Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information will 
be reported on departmental websites as part of the published proactive disclosure reports, in 
accordance with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada.

7A.7. Identified Users

The Identified Users authorized to make call-ups against the SO include any government department, 
agency or Crown Corporation listed in Schedules I, I.1, II, III, IV, V of the Financial Administration Act,
R.S., 1985, c. F-11.

7A.8. Call-up Procedures

(a) Each Call-up results in a separate contract between Canada and the Offeror.

(b) The Offeror acknowledges that no costs incurred before the receipt of a signed Call-up can be 
charged to this Standing Offer (SO) or any Call-ups made against it.

(c) The Offeror acknowledges and agrees that the terms and conditions set out in the Resulting 
Contract Clauses that form part of this SO apply to every Call-up made under this SO.

(d) Assessment of Proposed Resources:  The qualifications and experience of the proposed 
resource(s) will be assessed against the requirements set out in the section entitled “Minimum 
Mandatory Qualifications” in Annex A. The Identified User may request proof of successful 
completion of formal training, as well as reference information.  Canada reserves the right to 
request references from an Offeror and SO’s proposed resources to conduct a reference 
check to verify the accuracy of the information provided. 

Where the Offeror is requested to provide information regarding qualifications or experience of 
its proposed resources, Offerors should provide complete details as to where, when, month 
and year, and how, through which activities/responsibilities, the stated 
qualifications/experience were obtained. Co-op terms are considered work experience 
provided they are related to the required services. The month(s) of experience listed for a 
project whose time frame overlaps that of another referenced project will only be counted 
once.

(e) Multiple SOs:  The Offeror acknowledges that multiple SOs may be issued for this 
requirement.  Call-ups will be allocated among the Offerors in accordance with the call-up
processes described below.

(f) Only Authorized Call-ups to be accepted:  The Offeror agrees only to perform individual 
Call-ups made by an authorized representative of Canada under this SO outlined below.
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(g) Ranking and Methodology for Multiple SOs: If more than one SO is authorized for use, the 
offers will be ranked in ascending order based on the sum of the Firm Price for an Initial 
Ergonomic Assessment and the Firm Hourly Rate for Follow-up Ergonomic Assessment(s) as 
per the applicable Pricing Schedules.

7A.8.1 Call-up Process for requirements less than $25,000.00 (GST/HST included), 
Identified Users will have 2 options:

7A.8.1.1  Option 1 - Right of First Refusal basis:
The Identified User will contact the highest-ranked Offeror within the applicable 
Region/Metropolitan Area.  If the highest-ranked Offeror is able to meet the requirement, a 
call-up is made against its SO. If that Offeror is unable to meet the requirement, the Identified 
User will contact the next ranked Offeror. The Identified User will continue and proceed as 
above until one Offeror indicates that it can meet the requirement of the call-up. In other 
words, call-ups are made based on the “right of first refusal” basis. When the highest- ranked 
Offeror is unable to fulfill the need, the Identified User is required to document its file 
appropriately. In the event no Offeror exists for the Region/Metropolitan Area, the Identified 
User will follow the process described above based on the Offerors within the next closest 
applicable Region/Metropolitan Area or choose a supplier of their choice.

7A.8.1.2  Option 2 - Directed Requirements:
The Identified User will direct an availability confirmation request (see Step 1 below) to any of 
the Offerors who are listed under the SO, in accordance with the Government Contracts 
Regulations.

Regardless which option above is chosen, the supplier should be engaged as follows:

Step 1 - Availability Confirmation Request:
The Identified User will provide the following information to the Offeror by e-mail:

1) The Region/Metropolitan Area where the services are required;
2) The name, work location and contact information of the individual to schedule 

and confirm all of the details of the appointment;
3) The name, work location and contact information of the employee and 

Manager;
4) The language of the Work;
5) The format the report must be submitted in; and
6) The authorization to travel, if required. 

Step 2 - Response Requirements:
The Offeror must confirm in writing by e-mail within two (2) working days of receiving the 
availability confirmation request as to the availability to conduct the Work. For an urgent 
availability confirmation request, the Offeror must confirm in writing by e-mail within 1 
working day.  

If the Offeror is available to conduct the Work as requested, the Offeror must propose 
which resource(s) it will use and will have an additional 3 working days to demonstrate the 
proposed resources meet the requirements set out in the section entitled “Minimum 
Mandatory Qualifications” in Annex A.  If the Offeror confirms in writing by e-mail it is 
unable to fulfill the requirement or does not submit a response within the above 
deadline(s), the Identified User will issue the availability confirmation request to the next 
ranked Offeror. This process will be repeated until a call-up is issued or the Availability 
Confirmation Request is withdrawn. 
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NOTE: If the “right of first refusal” basis is being used, Identified Users may, for 
efficiency, purposes, send their availability confirmation request to more than one Offeror 
at once. Under no circumstances, however, must the Identified User skip over the 
highest-ranked Offeror during the process (i.e. the Identified User is NOT ALLOWED to 
simply invite Offerors listed in ranking positions 5 to 8, without inviting Offerors listed in 
ranking positions 1 to 4). 

If a positive reply is received by the highest ranked Offeror within the specified time, the 
client must proceed with this Offeror and proceed to award a Call-up. 

Step 3 - Assessment of Proposed Resources:
The Offeror’s proposed resource(s) will be assessed against the requirements set out in 
the section entitled “Minimum Mandatory Qualifications” in Annex A.  If the proposed 
resource(s) do not meet the requirements set out in Annex A, the Offeror will be advised 
and will be given up to two (2) working days to propose new resource(s).  For an urgent 
Availability Confirmation Request, the Offeror will be given up to one (1) working day to 
propose new resource(s).  

If the proposed new resource(s) do not meet the requirements set out in Annex A or the 
Offeror does not submit a response within the above deadline, the Offeror will be advised 
and the Identified User will issue the Availability Confirmation Request to the next Offeror. 
This process will be repeated until a call-up is issued or the Availability Confirmation 
Request is withdrawn.

Step 4 - Issuance of a Call-up: The Identified User will issue the Call-up to the Offeror using 
the Call-up instrument.

7A.8.2 Call-up Process for Requirements equal to or exceeding $25,000.00 (GST/HST 
included): Call-ups will be made on a “right of first refusal” method of work allocation.

Step 1 - Authorization Request:
The Identified User will provide the following information to the SO Authority by e-mail:

1) The Region/Metropolitan Area where the services are required; 
2) List of Offerors they will be sending their Availability Confirmation Request to; 
and
3) The total estimated cost (GST/HST included).

Step 2 - SO Authority Authorization:
The SO Authority will authorize the Authorization Request in writing by e-mail within 
three (3) working days of receiving the Authorization Request from the Identified User.

Once approval is received from the SO Authority, the Identified User will follow Steps 1-4
from Article 7A.8.1.

7A.9. Call-up Instrument

The Work will be authorized or confirmed by the Identified User using Annex F, PWGSC-TPSGC 942,
Call-up against a Standing Offer.
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7A.10. Limitation of Call-ups

Individual call-ups against the SO not exceeding $50,000.00 (GST or HST included) will be authorized 
by the Identified User and individual call-ups against the SO exceeding $50,000.00 (GST or HST 
included) will be authorized by the SO Authority.

7A.11. Priority of Documents

If there is a discrepancy between the wordings of any documents that appear on the list, the wording of 
the document that first appears on the list has priority over the wording of any document that 
subsequently appears on the list.

(a) The call up against the SO, including any annexes;
(b) The articles of the SO;
(c) The general conditions 2005 (2016-04-04), General Conditions - Standing Offers - Goods or 

Services
(d) The general conditions 2035 (2016-04-04), General Conditions - Higher Complexity - Services;  
(e) The supplemental general conditions 4008 (2008-12-12), Personal Information;
(f) Annex A, Statement of Work;
(g) Annex B, Basis of Payment;
(h) Annex C, Region Definitions;
(i) Annex D, Security Requirement Check list; 
(j) Annex G, Insurance Requirements; and
(k) The Offeror's offer dated _____________(to be inserted at time of issuance).

7A.12. Certifications

7A.12.1Compliance

The continuous compliance with the certifications provided by the Offeror with its offer and the ongoing 
cooperation in providing associated information are conditions of issuance of the Standing Offer (SO). 
Certifications are subject to verification by Canada during the entire period of the SO and of any 
resulting contract that would continue beyond the period of the SO. If  the Offeror does not comply 
with any certification, fails to provide the associated information, or if it is determined that any 
certification made by the Offeror in its offer is untrue, whether made knowingly or unknowingly, 
Canada has the right to terminate any resulting contract for default and set aside the Standing Offer.

7A.12.2SACC Manual Clauses

M3060C (2008-05-12), Canadian Content Certification

7A.13. Applicable Laws

The SO and any contract resulting from the SO must be interpreted and governed, and the relations 
between the parties determined, by the laws in force in the province of Ontario.
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7B. RESULTING CONTRACT CLAUSES

The following clauses and conditions apply to and form part of any contract resulting from a call-up 
against the Standing Offer (SO).

7B.1. Statement of Work

The Contractor must perform the Work described in the call-up against the SO.

7B.2. Standard Clauses and Conditions

7B.2.1 General Conditions

2035 (2016-04-04), General Conditions - Higher Complexity - Services, apply to and form part of the 
Contract.

7B.2.2 Supplemental General Conditions

4008 (2008-12-12), Personal Information, apply to and form part of the Contract.

7B.3. Term of Contract

7B.3.1 Period of the Contract

The Work must be completed in accordance with the call-up against the SO.

7B.4. Proactive Disclosure of Contracts with Former Public Servants

By providing information on its status, with respect to being a former public servant in receipt of a 
Public Service Superannuation Act (PSSA) pension, the Contractor has agreed that this information 
will be reported on departmental websites as part of the published proactive disclosure reports, in 
accordance with Contracting Policy Notice: 2012-2 of the Treasury Board Secretariat of Canada.

7B.5 Payment

7B.5.1 Basis of Payment

The Contractor will be paid in accordance with the Basis of Payment attached hereto as Annex B, for 
Work performed under the call-up against the SO.  

7B.5.2 Limitation of Expenditure

(a) The Contractor will be paid for Work performed under each approved call-up, in accordance 
with the Basis of Payment at Annex B, Basis of Payment of the SO.

(b) Canada’s total liability to the Contractor under any resultant Call-up will not exceed the Total 
Price specified in the Call-up.
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(c) No increase in the total liability of Canada or in the price of the Work resulting from any design 
changes, modifications or interpretations of the Work, will be authorized or paid to the 
Contractor unless these design changes, modifications or interpretations have been approved, 
in writing, by 

the Contracting Authority before their incorporation into the Work. The Contractor must not 
perform any work or provide any service that would result in Canada's total liability being 
exceeded before obtaining the written approval of the Contracting Authority.

(d) If the notification is for inadequate contract funds, the Contractor must provide to the 
Contracting Authority a written estimate for the additional funds required. Provision of such 
information by the Contractor does not increase Canada's liability.

7B.5.3 Method of Payment

7B.5.3.1 Single Payment

a. an accurate and complete invoice and any other documents required by the Contract have 
been submitted in accordance with the invoicing instructions provided in the Contract;

b. all such documents have been verified by Canada;

c. the Work delivered has been accepted by Canada.

7B.6. Invoicing Instructions

(a) The Contractor must submit invoices in accordance with the section entitled “Invoicing 
Submission” of the General Conditions.  Invoices cannot be submitted until all work identified 
in the invoice is completed.

(b) Each invoice must be supported, as applicable, by:

(i) the call-up number;
(ii) a copy of the release documents and any other documents as specified in the call-up; 

and
(iii) a copy of the invoices, receipts, voucher for all travel and living expenses.

(c) Invoices must be distributed as follows:

(i) The original must be forwarded to the Project Authority identified in the call-up for 
certification and payment; and

(ii) 1 copy must be forwarded to the SO Authority.

7B.7. Insurance Requirements

The Contractor must comply with the insurance requirements specified in Annex G. The Contractor 
must maintain the required insurance coverage for the duration of the Contract. Compliance with the 
insurance requirements does not release the Contractor from or reduce its liability under the Contract.
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The Contractor is responsible for deciding if additional insurance coverage is necessary to fulfill its 
obligation under the Contract and to ensure compliance with any applicable law. Any additional 
insurance coverage is at the Contractor's expense, and for its own benefit and protection.

The Contractor must forward to the Contracting Authority within ten (10) days after the date of award of 
the Contract, a Certificate of Insurance evidencing the insurance coverage and confirming that the 
insurance policy complying with the requirements is in force. For Canadian-based Contractors, 
coverage must be placed with an Insurer licensed to carry out business in Canada, however, for 
Foreign-based Contractors, coverage must be placed with an Insurer with an A.M. Best Rating no less 
than “A-”. The Contractor must, if requested by the Contracting Authority, forward to Canada a certified 
true copy of all applicable insurance policies

7B.8. SACC Manual Clauses

A9062C (2011-05-16), Canadian Forces Site Regulations
A9068C (2010-01-11), Site Regulations
A9116C (2007-11-30), T1204 - Information Reporting by Contractor
A9117C (2007-11-30), T1204 - Direct Request by Customer Department
C0705C (2010-01-11), Discretionary Audit
A2000C (2006-06-16), Foreign Nationals (Canadian Contractor)
H3027C (2016-01-28), Payment of Invoices by Credit Card
A3025C (2013-03-21), Proactive Disclosure of Contracts with Former Public Servants

7B.9. Cancelling or Rescheduling of Ergonomic Assessment Appointment

(a) Without restricting any other terms and conditions of the Contract, any scheduled ergonomic 
assessment appointment may be cancelled or rescheduled in whole or in part by Canada or 
the Contractor by giving a written notice to the Contractor or Canada at least 24 hours prior to 
the ergonomic assessment appointment. 

(b) If Canada cancels or reschedules an ergonomic assessment appointment without providing a 
written notice of at least 24 hours, then the Contractor will be paid in accordance with Annex 
B, Basis of Payment, Section 3. “Cancellation”, and will be reimbursed for any non-refundable 
and non-transferrable travel charges incurred without any allowance for overhead or profit in 
accordance with Annex B - Basis of Payment, Section 2. “Travel and Living Expenses”.

(c) If the Contractor cancels or reschedules an ergonomic assessment appointment without 
providing written notice of at least 24 hours, the Contractor will be not paid and will not be 
reimbursed for any travel charges incurred.
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ANNEX A

STATEMENT OF WORK

1. Title

Office Ergonomic Assessment Services

2. Objective

To provide federal government departments, agencies and Crown corporations across Canada with 
office ergonomic assessment services.  

3. Background

Federal government departments, agencies and Crown corporations must comply with the 
requirements and obligations of the Canada Labour Code (CLC), Part II and applicable legislations, 
policies, directives, guidelines, statutes and regulations, etc., as required.  Specifically, the CLC, Part 
II, Section 125. (1)(t), states, " Employers are required to ensure that the workplace, workspaces and 
procedures meet prescribed ergonomic standards".  In addition, CLC, Part II, Section 125. (1)(u), 
states, "Employers employers are also responsible to ensure that machinery, equipment and tools 
used by workers in the course of their employment meet prescribed health, safety and ergonomic 
standards ".

4. Scope

The Contractor must provide an individual ergonomic assessment for an employee, with or without a 
medical indication, in an office environment. The assessment must be provided at the employee’s work 
area.  Follow-up appointments must be provided if there is a need to assess the changes that have 
been made with the recommended equipment, respond to any further concerns and provide additional 
education, if applicable.

5. Tasks

5.1 The Contractor must conduct an ergonomic assessment which includes, but is not limited to:

a) Communicating directly with the individual identified in the call-up to schedule and confirm all 
of the details of the appointment;

b) Assessing the employee’s ergonomic personal needs, including, but not limited to personal 
characteristics, symptoms, functional limitations/restrictions, complaints;

c) Identifying and assessing ergonomic hazards, tasks or risk factors that may impact the 
employee’s workstation ergonomics.  Ergonomic hazards are workplace conditions that pose 
the risk of injury to an employee.  They include repetitive and forceful movements, vibration, 
temperature extremes, static and awkward postures, etc;

d) Making any necessary immediate adjustments and modifications to employee’s existing 
furniture and equipment, office accessories/office environment;

e) Providing education/recommendations regarding workstation adjustments, posture, exercises 
and other useful tools to prevent/eliminate/reduce risks of injury.  Education/recommendations 
must be provided verbally with supporting written documentation;
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f) Making written recommendations following the assessment as per section 8.1;

g) Upon review of the written report and/or once the recommended changes have been 
implemented, the Manager may require a follow-up call with the Contractor to discuss any 
recommendations or issues that the Manager/employee may have.

5.2 The Contractor must conduct a follow-up ergonomic assessment which includes, but is not 
limited to: 

a) Communicating directly with the Manager or the individual identified in the call-up to schedule 
and confirm all of the details of the appointment;

b) Informing the Manager or the individual identified in the call-up of the employee’s appointment 
details including any missed or cancelled appointments;

c) Providing additional education to the employee on the use of recommended products, if 
required;

d) Making written recommendations following the assessment as per section 6.2;  

e) Upon review of the written recommendations, the Manager may require a follow-up call with 
the Contractor to discuss any recommendations or issues that the Manager/employee may 
have.

6. Constraints

Working hours will vary according to the employee’s schedule.  Assessments must be scheduled 
within working hours.

7. Support

The Manager or the individual identified in the call-up will:

a)   Ensure employees are available to attend scheduled appointments;

b) Ensure that during the ergonomic assessment, employees do not have any classified, protected, 
or confidential/sensitive information and documents on their desk and computer screen; and

c) Ensure access to internal Subject Matter Expert(s) (SME) or internal stakeholder(s), as required.

8.       Deliverables

8.1 The Contractor must submit a written report of the ergonomic assessment, in accordance with 
Appendix 2, to the Manager or the individual identified in the call-up. The report must not include 
medical diagnosis. The report must be submitted in the format identified in the call-up and must 
include:

a) The name, location and contact information of the employee and Manager; the date of the 
assessment; include applicable contract/reference numbers assigned by the 
department/agency; the name of the resource that conducted the assessment including their 
contact information;
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b) The office ergonomics related need(s) or hazard(s);

c) The requirement of the job/work activities/organization of the work and the method in which the 
work activities are performed;

d) The workstation associated to the employee’s work;

e) The characteristics of the employee including the data in Appendix 1, Measurement Worksheet.
This Worksheet must be provided with the Report;

f) The characteristics of the materials, work spaces, and the features of tools/equipment, etc.:

g) Identify the employee’s exposure(s) to the hazard(s), based on duration and frequency;

h) The effect, real or potential, of the exposure on the health and safety of the employee;

i) The adjustments made during the assessment and education provided (specific 
measurements);

j) Purchasing recommendations that do not require or refer to a particular trademark or name, 
patent, design or type, specific origin or producer or supplier unless there is no sufficiently 
precise or intelligible way of otherwise describing the procurement requirement. When this is 
not possible the phrase "or equivalent" is to be added to the requirement statement;

k) A summary of education/recommendations provided to the employee;

l) Any additional one-on-one training or education required that was not provided during the 
assessment and if not, why;

m) Photos of workstation layout, pre and post adjustments as applicable.  Note that some 
department/agency security procedures may not permit taking photos in the workplace, 
therefore, a sketch can be used;

n) Recommendation of a follow-up ergonomic assessment of the same workstation and job/work 
activities/organization within 1 year in relation to proposed measure(s), if required.

8.2 In the event of a follow-up ergonomic assessment, the Contractor must amend and re-submit 
the ergonomic assessment written report to the Manager or the individual identified in the 
call-up. The report must not include any medical information/diagnosis and must include:

a) The name, location and contact information of the employee and Manager; the date, 
time and duration of the assessment; the name of the resource that conducted the 
follow-up ergonomic assessment including their contact information;

b) Details of any final adjustments, modifications and further recommendations made.

9. Location

The Contractor must provide the services at the work location identified in the call-up.

10. Language

Services and deliverables must be made available in the official language identified in the call-up.



Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur
E60ZQ-140001/C 011zq
Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME
E60ZQ-140001 011zqE60ZQ-140001

______________________________________________________________________________________________________________

Part - Partie 2 of - de 2  /  Page 33 of - de 43

11. Service Standards

The Contractor must provide services in accordance with the table below unless otherwise identified in 
the call-up.

Type Acknowledge 
Receipt

Schedule 
Appointment

Complete 
Assessment

Submit Written 
Report

Ergonomic 
Assessment

Within 2 
working days 
from the date of 
call-up.

Within 5 
working days 
from the date of 
call-up.

Within 15 working 
days from the date 
of call-up.

Within 10 working 
days from the date 
the assessment 
was completed.

12. Minimum Mandatory Qualifications

At time of call-up, proposed resources1 must meet the following minimum mandatory qualifications 
which includes, but are not limited to:

a) A university degree, college certificate or diploma in ergonomics or in any of the following: 
psychology, kinesiology, physiotherapy, occupational therapy, occupational health nursing 
from a recognized Canadian university or the equivalent as established by a recognized 
Canadian academic credentials assessment service2, if obtained outside Canada.

b) Provided a minimum of 25 office ergonomic assessments within the last 2 years to outside 
clients3.

For each assessment, the resources must provide the background information including:

�Name of Client Organization
�Start and end Dates
�Roles and Responsibilities
�Client Representative’s name
�Client Representative’s telephone number

Reference may be contacted to verify the work performed.

1   Resources are defined as the Contractor’s employees and/or subcontracted personnel.
2 The list of recognized organizations can be found under the Canadian Information Centre for 

International Credentials web site, at the following Internet link: http://www.cicic.ca/indexe.stm.
3 Outside client refers to a client that is external to the Contractor's own organization. Parent 

companies, affiliates, and subsidiaries are considered internal.
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13. Applicable Documents

13.1 The following documents will form part of the SOW to the extent specified herein, and is 
supportive of the SOW:
� Canada Labour Code, Part II (http://laws.justice.gc.ca/eng/L-2/index.html)
� Canada Occupational Health and Safety Regulations

(http://laws.justice.gc.ca/en/L-2/SOR-86-304/index.html)
� Canadian Standards Association Guideline on Office Ergonomics 

(http://shop.csa.ca/en/canada/office-ergonomics/csa-z412-00-r2005/invt/27011972000pub
s/)

13.2 Additional applicable documents specific to the client’s department, agency or Crown 
Corporation may be included with any individual call-up.
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Appendix 1

Measurement Worksheet

(See attachment)
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ANNEX B

BASIS OF PAYMENT

1. The Contractor will be paid as specified below, for Work performed in accordance with the 
Contract.  Customs duties are included and Goods and Services Tax or Harmonized Sales 
Tax (GST/HST) is extra, if applicable.

1.1 For an Initial Ergonomic Assessment, the Contractor will be paid a firm price per assessment 
as follows:

Region/Metropolitan 
Area Firm Price per Initial Assessment

$

1.2 Any Follow-up Ergonomic Assessment. The Contractor will be paid a firm hourly rate as 
follows:

Region/Metropolitan 
Area Firm Hourly Rate for Follow-up Ergonomic Assessment

$

2. Travel and Living Expenses  

2.1 For Work that is to be performed at a location within a Metropolitan Area (Annex C –
Sub-regions): 

(a) Canada will not accept any travel and living expenses incurred by the Contractor in the 
performance of the Work for any travel between the Contractor’s place of business or the 
Contractor’s proposed resource’s work location and the location identified in the call-up where 
the Work will be performed.

2.2 For Work to be performed at a location within a Region (but outside of a Metropolitan Area):

(a) Canada will not accept any travel and living expenses incurred by the Contractor in the 
performance of the Work for any travel between the Contractor’s place of business or the Contractor’s 
proposed resource’s work location if it is within 100 km radius of the location identified in the call-up
where the Work will be performed

(b) Canada will accept travel and living expenses incurred by the Contractor in the performance of 
the Work for any travel between the Contractor’s place of business or the Contractor’s 
proposed resource’s work location if it is outside the 100 km radius of the location identified in 
the call-up where the Work will be performed as follows:

i. The Contractor will be reimbursed for the authorized travel and living expenses 
reasonably and properly incurred in the performance of the Work, at cost, without 
any allowance for overhead or profit, in accordance with the meal, private vehicle 
and incidental expense allowances specified in Appendices B, C and D of the 
Treasury Board Travel Directive
(http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/TBM_113/menu-travel-voyage-eng.asp)
, and with the other provisions of the directive referring to "travellers", rather than 
those referring to "employees"; and
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ii. The Contractor will be paid its authorized travel time, reasonably and properly incurred 
in the performance of the Work, at a rate of 50% of the Firm Hourly Rate for 
Follow-up Ergonomic Assessment, for travel occurring within a twenty-four hour 
period, without any allowance for overhead or profit, up to a maximum of 4 hours 
per required travel. Actual time for travel will be paid in accordance with the 
following formula:

Travel time hours   x   fixed hourly rate x  ( 0.50 ) 

2.3 Canada will not accept any travel and living expenses incurred by the Contractor as a 
consequence of any relocation of personnel required to satisfy the terms of this Contract.

2.4 All travel including travel time must have the prior authorization of the Project Authority 
identified in the call-up.

2.5 The authorized travel and living expenses will be paid upon submission of an itemized 
statement supported by receipt vouchers.  All payments are subject to government audit.

3. Cancellation

If Canada cancels or reschedules an appointment without providing a written notice of at least 24 
hours, the Contractor will be paid as follows:

More than 24 hours prior to
Scheduled Appointment

24 hours or less prior to
Scheduled Appointment

For an Initial Ergonomic Assessment
or a Follow-Up Ergonomic 
Assessment: No charge

For an Initial Assessment: 100% of the Firm Price per Initial 
Ergonomic Assessment; or
For a Follow-Up Assessment: 1 hour of the Firm Hourly Rate for a
Follow-up Ergonomic Assessment
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ANNEX C

REGION/METROPOLITAN AREA DEFINITIONS

Region/Metropolitan 
Area Definition

Atlantic Region Includes Newfoundland, Nova Scotia, New Brunswick, and Prince Edward Island.

Halifax Sub-region
Bounded on the west by a north-south line running from Kentville to Bridgewater, on the 
north by a west-east line running from Kentville to Truro, on the east by a line north-south 
line from Truro to Tangier, on the south by the Atlantic ocean.

Moncton Sub-region Bounded on the west by the a north-south line running from Carleton to Saint John, on the 
north by the Northumberland Strait , on the east and the south by the Nova Scotia border.

Quebec Region The province of Quebec with the exception of the National Capital Region.

Quebec City 
Sub-region

Bounded on the west by a north-south line running from Lac-Jacques-Cartier to 
Trois-Rivières, as far north as Baie-St-Paul on the North shore and St-Jean-Port-Joli on the 
South Shore, on the east by a north-south line running from St-Jean-Port-Joli to 
St-Georges, on the south by a west-east line running from St-Georges to Trois-Rivières.

Montreal Sub-region
Bounded on the west by the Ontario border and a north-south line running from 
Ste-Agathe-des-Monts to Carillon, as far north as Louiseville, on the east by a north-south 
line from Louiseville, passing by Drummondville, to Bromont, on the south by the USA 
border.

Ontario Region The province of Ontario with the exception of the National Capital Region.

Toronto Sub-region
Bounded on the west by a south-north line running from Burlington to Caledon, on the 
north by a west-east line running from Caledon to Newmarket, on the east by a north-south 
line from Newmarket to Oshawa, on the south by the Lake Ontario.

National Capital 
Sub-region

Bounded on the west by a north-south line running from Petawawa to Kingston, as far 
north as Maniwaki, Quebec, on the east by the Ontario-Quebec border on the south by the 
St. Lawrence River (includes Gatineau-Maniwaki and Masson-Angers areas).

Western Region Includes Manitoba, Saskatchewan, and Alberta.

Winnipeg Sub-region
Bounded on the west by a north-south line running from Portage la Prairie to Morris, on the 
north by a west-east line running from Morris to Reynolds, on the east by a north-south line 
from Reynolds to Netley, on the south by a east-west line from Netley to Portage la Prairie.

Saskatoon Sub-region
Bounded on the west by a north-south line running from North Battleford to Biggar, on the 
north by a west-east line running from North Battleford to Prince Albert, on the east by a 
north-south line from Prince Albert to Kenaston, on the south by a east-west line from 
Kenaston to Biggar.

Calgary Sub-region
Bounded on the west by a north-south line running from Canmore to High River, on the 
north by a west-east line running from Canmore to Olds, on the east by north-south line 
from Strathmore to Olds, on the south by a east-west line from Strathmore to High River.

Edmonton Sub-region
Bounded on the west by a north-south line running from Westlock to Gainford, on the north 
by a west-east line running from Westlock to Vegreville, on the east by north-south line 
from Vegreville to Ponoka, on the south by a east-west line from Ponoka to Gainford.

Pacific Region Includes British Columbia and Yukon.

Vancouver Sub-region Bounded on the west by the Strait of Georgia, on the south by the USA border and by a 
north-south line from Lions Bay to Abbostsford.

Victoria Sub-region Bounded on the west, south and north by the Strait of Georgia, on the east by a 
north-south line from Nanaimo to Sooke.
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ANNEX D – SRL



                                                                      

Contract Number / Numéro du contrat
E60ZQ-140001

Security Classification / Classification de sécurité
UNCLASSIFIED / NON CLASSIFIÉ

PART A - CONTRACT INFORMATION / PARTIE A - INFORMATION CONTRACTUELLE
1. Originating Government Department or Organization / Public Works and Government

Ministère ou organisme gouvernemental d’origine Services
2. Branch or Directorate / Direction générale ou Direction

ACQB
3. a) Subcontract Number / Numéro du contrat de sous-traitance 3. b) Name and Address of Subcontractor / Nom et adresse du sous-traitant 

4. Brief Description of Work / Brève description du travail 
To provide federal government departments, agencies and Crown corporations across Canada with office ergonomic assessment services.
Fournir aux ministères, aux organismes et aux sociétés d'État fédéraux des services d’évaluation de l’ergonomie au bureau.  

5. a) Will the supplier require access to Controlled Goods?  
Le fournisseur aura-t-il accès à des marchandises contrôlées?  

No Yes
Non Oui

55. b) Will the supplier require access to unclassified military technical data subject to the provisions of the Technical Data Control 
Regulations? 
Le fournisseur aura-t-il accès à des données techniques militaires non classifiées qui sont assujetties aux dispositions du 
Règlement sur le contrôle des données techniques? 

No Yes
Non Oui

6.  Indicate the type of access required / Indiquer le type d’accès requis
6. a) Will the supplier and its employees require access to PROTECTED and/or CLASSIFIED information or assets?

Le fournisseur ainsi que les employés auront-ils accès à des renseignements ou à des biens PROTÉGÉS et/ou CLASSIFIÉS?
(Specify the level of access using the chart in Question 7. c)
(Préciser le niveau d’accès en utilisant le tableau qui se trouve à la question 7. c)

No Yes
Non Oui

6. b) Will the supplier and its employees (e.g. cleaners, maintenance personnel) require access to restricted access areas?  No access
to PROTECTED and/or CLASSIFIED information or assets is permitted.
Le fournisseur et ses employés (p. ex. nettoyeurs, personnel d’entretien) auront-ils accès à des zones d’accès 
restreintes? L’accès à des renseignements ou à des biens PROTÉGÉS et/ou CLASSIFIÉS n’est pas autorisé.

No Yes
Non Oui

6. c) Is this a commercial courier or delivery requirement with no overnight storage? 
S’agit-il d’un contrat de messagerie ou de livraison commerciale sans entreposage de nuit?

No Yes
Non Oui

7. a) Indicate the type of information that the supplier will be required to access / Indiquer le type d'information auquel le fournisseur devra avoir accès

Canada NATO / OTAN Foreign / Étranger

7. b) Release restrictions / Restrictions relatives à la diffusion
No release restrictions
Aucune restriction relativeà la diffusion

All NATO countries
Tous les pays de l’OTAN

No release restrictions
Aucune restriction relative
à la diffusion 

Not releasable
À ne pas diffuser

Restricted to: / Limité à :
Specify country(ies): / Préciser le(s) pays :

Restricted to: / Limité à :
Specify country(ies): / Préciser le(s) pays :

Restricted to: / Limité à :
Specify country(ies): / Préciser le(s) 
pays :

7. c) Level of information / Niveau d'information
PROTECTED A NATO UNCLASSIFIED PROTECTED A
PROTÉGÉ A NATO NON CLASSIFIÉ PROTÉGÉ A
PROTECTED B NATO RESTRICTED PROTECTED B

PROTÉGÉ B NATO DIFFUSION 
RESTREINTE PROTÉGÉ B

PROTECTED C NATO CONFIDENTIAL PROTECTED C
PROTÉGÉ C NATO CONFIDENTIEL PROTÉGÉ C
CONFIDENTIAL NATO SECRET CONFIDENTIAL
CONFIDENTIEL NATO SECRET CONFIDENTIEL
SECRET COSMIC TOP SECRET SECRET
SECRET COSMIC TRÈS SECRET SECRET
TOP SECRET TOP SECRET
TRÈS SECRET TRÈS SECRET
TOP SECRET (SIGINT) TOP SECRET (SIGINT)



                                                                      

TRÈS SECRET 
(SIGINT)

TRÈS SECRET 
(SIGINT)

PART A  (continued) / PARTIE A (suite)
8. Will the supplier require access to PROTECTED and/or CLASSIFIED COMSEC information or assets?  

Le fournisseur aura-t-il accès à des renseignements ou à des biens COMSEC désignés PROTÉGÉS et/ou CLASSIFIÉS?
If Yes, indicate the level of sensitivity:
Dans l’affirmative, indiquer le niveau de sensibilité :

No Yes
Non Oui

9. Will the supplier require access to extremely sensitive INFOSEC information or assets?
Le fournisseur aura-t-il accès à des renseignements ou à des biens INFOSEC de nature extrêmement délicate? 

No Yes
Non Oui

Short Title(s) of material / Titre(s) abrégé(s) du matériel :
Document Number / Numéro du document :

PART B - PERSONNEL (SUPPLIER) / PARTIE B - PERSONNEL (FOURNISSEUR)
10. a) Personnel security screening level required / Niveau de contrôle de la sécurité du personnel requis

RELIABILITY STATUS
COTE DE FIABILITÉ

CONFIDENTIAL
CONFIDENTIEL

SECRET
SECRET

TOP SECRET
TRÈS SECRET

TOP SECRET– SIGINT
TRÈS SECRET – SIGINT

NATO 
CONFIDENTIAL
NATO 
CONFIDENTIEL

NATO SECRET
NATO SECRET

COSMIC TOP SECRET
COSMIC TRÈS SECRET

SITE ACCESS
ACCÈS AUX EMPLACEMENTS                     

Special comments:
Commentaires spéciaux :

NOTE:  If multiple levels of screening are identified, a Security Classification Guide must be provided. 
REMARQUE : Si plusieurs niveaux de contrôle de sécurité sont requis, un guide de classification de la sécurité doit être fourni. 

10. b) May unscreened personnel be used for portions of the work? 
Du personnel sans autorisation sécuritaire peut-il se voir confier des parties du travail?

No Yes
Non Oui

If Yes, will unscreened personnel be escorted?
Dans l’affirmative, le personnel en question sera-t-il escorté?

No Yes
Non Oui

PART C - SAFEGUARDS (SUPPLIER) / PARTIE C - MESURES DE PROTECTION (FOURNISSEUR)
INFORMATION / ASSETS    /    RENSEIGNEMENTS / BIENS

11. a) Will the supplier be required to receive and store PROTECTED and/or CLASSIFIED information or assets on its site or
premises?
Le fournisseur sera-t-il tenu de recevoir et d’entreposer sur place des renseignements ou des biens PROTÉGÉS et/ou 
CLASSIFIÉS?

No Yes
Non Oui

11. b) Will the supplier be required to safeguard COMSEC information or assets?
Le fournisseur sera-t-il tenu de protéger des renseignements ou des biens COMSEC?

No Yes
Non Oui

PRODUCTION

11. c) Will the production (manufacture, and/or repair and/or modification) of PROTECTED and/or CLASSIFIED material or equipment  
occur at the supplier’s site or premises?
Les installations du fournisseur serviront-elles à la production (fabrication et/ou réparation et/ou modification) de matériel 
PROTÉGÉ  et/ou CLASSIFIÉ? 

No Yes
Non Oui

TECHNOLOGY (IT) MEDIA   /    SUPPORT RELATIF À LA TECHNOLOGIE DE L’INFORMATION (TI)

11. d) Will the supplier be required to use its IT systems to electronically process, produce or store PROTECTED and/or CLASSIFIED 
information or data?
Le fournisseur sera-t-il tenu d’utiliser ses propres systèmes informatiques pour traiter, produire ou stocker électroniquement des 
renseignements ou des données PROTÉGÉS et/ou CLASSIFIÉS?

No Yes
Non Oui

11. e) Will there be an electronic link between the supplier’s IT systems and the government department or agency?
Disposera-t-on d’un lien électronique entre le système informatique du fournisseur et celui du ministère ou de l’agence 
gouvernementale?

No Yes
Non Oui



                                                                      

PART C - (continued) / PARTIE C - (suite)
For users completing the form manually use the summary chart below to indicate the category(ies) and level(s) of safeguarding required at the 
supplier’s site(s) or premises.
Les utilisateurs qui remplissent le formulaire manuellement doivent utiliser le tableau récapitulatif ci-dessous pour indiquer, pour chaque catégorie, 
les niveaux de sauvegarde requis aux installations du fournisseur. 

For users completing the form online (via the Internet), the summary chart is automatically populated by your responses to previous questions.
Dans le cas des utilisateurs qui remplissent le formulaire en ligne (par Internet), les réponses aux questions précédentes sont automatiquement 
saisies dans le tableau récapitulatif.

SUMMARY CHART    /    TABLEAU RÉCAPITULATIF

12. a) Is the description of the work contained within this SRCL PROTECTED and/or CLASSIFIED?
La description du travail visé par la présente LVERS est-elle de nature PROTÉGÉE et/ou CLASSIFIÉE?

          If Yes, classify this form by annotating the top and bottom in the area entitled “Security Classification”.
Dans l’affirmative, classifier le présent formulaire en indiquant le niveau de sécurité dans la case intitulée 
« Classification de sécurité » au haut et au bas du formulaire.

No Yes
Non Oui

12. b) Will the documentation attached to this SRCL be PROTECTED and/or CLASSIFIED?
La documentation associée à la présente LVERS sera-t-elle PROTÉGÉE et/ou CLASSIFIÉE?

If Yes, classify this form by annotating the top and bottom in the area entitled “Security Classification” and indicate 
with attachments (e.g. SECRET with Attachments).
Dans l’affirmative, classifier le présent formulaire en indiquant le niveau de sécurité dans la case intitulée 
« Classification de sécurité » au haut et au bas du formulaire et indiquer qu’il y a des pièces jointes (p. ex. SECRET 
avec des pièces jointes).

No Yes
Non Oui

TBS/SCT 350-103(2004/12) Security Classification / Classification de sécurité

Category
Catégorie

PROTECTED
PROTÉGÉ

CLASSIFIED
CLASSIFIÉ

NATO COMSEC

A B C CONFIDENTIAL

CONFIDENTIEL

SECRET
TOP 

SECRET

TRÈS 
SECRET

NATO
RESTRICTED

NATO
DIFFUSION
RESTREINTE

NATO
CONFIDENTIAL

NATO
CONFIDENTIEL

NATO
SECRET

COSMIC
TOP 

SECRET
COSMIC
TRÈS 

SECRET

PROTECTED
PROTÉGÉ CONFIDENTIAL

CONFIDENTIEL

SECRET
TOP 

SECRET

TRES 
SECRET

A B C

Information / Assets 
Renseignements / Biens
Production 

IT Media  / 
Support TI
IT Link  / 
Lien électronique
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Annex E
I. Instructions

General Instructions
Introduction

Response Due Date 

Period Due on or before

1st April 15
2nd July 15
3rd October 15
4th January 15

Don't forget to type the words "Office Ergonomic Assessment Services SO" in the subject line of your e-mail.

Complete All Questions

Provide Direct Responses to Questions

Currency
Please, state all monetary values in Canadian dollars (CDN).

Confidentiality
Canada will keep your company's response confidential.

Changing the Format

Answering all Questions

Offeror's Representative (or delegated representative)

Quarterly Usage Report

Offerors are asked not to modify the format of this QUR.

This QUR questionnaire has 3 sections identified by the labels of each worksheet on this file. The fields that allow editing are painted in white. Use your mouse 
to move between required fields. Some fields have pull down lists - you must use only the options presented on the lists provided.

Canada requires the Offeror to provide the following Quarterly Usage Report (QUR) to the Standing Offer (SO) Authority on a quarterly basis.  

Please do not substitute brochures, catalogues or annual reports in lieu of answers to our questions.

Your cooperation in returning the completed QUR by the appropriate date is MANDATORY.

Period to be Covered

April 1 to June 30
July 1 to September 30

PWGSC considers the individual named under A.5.3 Offeror's Representative of the SO to be the Offeror's primary source of communication. Should this 
individual not be available at the date of the QUR submission, an alternate contact should be included with your QUR using the template provided under tab II.
Company Profile  

January 1 to March 31 

October 1 to December 31

Offerors should complete all applicable portions of the QUR documents - including the Company Profile, Information sheet pertaining to services provided to 
Canada. 

Returning the Completed QUR
Please e-mail the completed QUR to:  OC ERGO Autorité - ERGO SO Authority

Travaux publics et
Services gouvernementaux
Canada

Public Works and
Government Services
Canada

Questions

Item Descriptions
SO Quarterly Usage Report (QUR) Field Information

The value of the contract (GST/HST inc), as identified on page 1 of the contract.

Date the services started (or will start).

Date the services ended (or will end).

Name of Project 
Authority

Call-up Value

Indicate whether pricing structure is a price per assessment, hourly rate or a combination which includes travel and living.

Telephone Number of 
the Project Authority

Pricing Structure

Start Date

End Date

Should you need further clarification, please forward your question by e-mail to the following address (do not forget to include your name and SO number so we 
can contact you immediately) :   Diane.Reynolds@tpsgc-pwgsc.gc.ca

Field
Type of ergonomic services provided.

The telephone number of the Project Authority.

Description

Unique number for the call-up, as identified on the call-up.

The name of the Project Authority.

Call-up Number

Ergonomic Services

Identified User The federal department, agency or Crown corporation for which services were provided (e.g. PWGSC, National Defence, 
etc.)

Page 1



Annex E
II. Company Profile

Company Profile

(1) Please complete your company details in the spaces below:
Company name:
SO No.:
Web site:
PBN:
Business address:
City:
State / Province:
Postal code:
Country:
Phone No.: 
Fax No.:

(2) Complete the details of the person who is the Primary contact regarding this QUR: 
Contact name:
Title:
Business address:
City:
State / Province:
Postal code:
Country:
Phone No.: 
Fax No.:
E-mail:

(3) If applicable, provide details for the Alternate contact regarding this QUR: 
Contact name:
Title:
Business address:
City:
State / Province:
Postal code:
Country:
Phone No.: 
Fax No.:
E-mail:

Company Name

Quarterly Usage Report

Travaux publics et
Services gouvernementaux
Canada

Public Works and
Government Services
Canada

Page 2
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ANNEX F 

Call-Up Against a Standing Offer

 

http://publiservice-app.tpsgc-
pwgsc.gc.ca/forms/index.cfm?fuseaction=search.details&lang=e&display=5875 
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ANNEX G

INSURANCE REQUIREMENTS

G.1 Commercial General Liability Insurance

1. The Offeror must obtain a Commercial General Liability Insurance, and maintain it in force 
throughout the duration of the Standing Offer (SO), in an amount usual for a SO of this nature, 
but for not less than $2,000,000.00 per accident or occurrence and in the annual aggregate.

2. The Commercial General Liability policy must include the following:

(a) Additional Insured: Canada is added as an additional insured, but only with respect to 
liability arising out of the Offeror’s performance of the SO. The interest of Canada should 
read as follows: Canada, as represented by Public Works and Government Services 
Canada. 

(b) Bodily Injury and Property Damage to third parties arising out of the operations of the 
Offeror.

(c) Products and Completed Operations: Coverage for bodily injury or property damage arising 
out of goods or products manufactured, sold, handled, or distributed by the Offeror and/or 
arising out of operations that have been completed by the Offeror.

(d) Personal Injury:  While not limited to, the coverage must include Violation of Privacy, Libel 
and Slander, False Arrest, Detention or Imprisonment and Defamation of Character.

(e) Cross Liability/Separation of Insureds:  Without increasing the limit of liability, the policy 
must protect all insured parties to the full extent of coverage provided.  Further, the policy 
must apply to each Insured in the same manner and to the same extent as if a separate 
policy had been issued to each.

(f) Blanket Contractual Liability:  The policy must, on a blanket basis or by specific reference 
to the SO, extend to assumed liabilities with respect to contractual provisions. 

(g) Employees and, if applicable, Volunteers must be included as Additional Insured.

(h) Employers' Liability (or confirmation that all employees are covered by Worker's 
compensation (WSIB) or similar program) 

(i) Broad Form Property Damage including Completed Operations: Expands the Property 
Damage coverage to include certain losses that would otherwise be excluded by the 
standard care, custody or control exclusion found in a standard policy.

(j) Notice of Cancellation:  The Insurer will endeavour to provide the SO Authority 30 calendar 
days written notice of policy cancellation. 

(k) If the policy is written on a claims-made basis, coverage must be in place for a period of at 
least 12 months after the completion or termination of the SO. 

(l) Owners' or Contractors' Protective Liability: Covers the damages that the Offeror becomes 
legally obligated to pay arising out of the operations of a subcontractor.
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(m) Litigation Rights:  Pursuant to subsection 5(d) of the Department of Justice Act, S.C. 1993, 
c. J-2, s.1, if a suit is instituted for or against Canada which the Insurer would, but for this 
clause, have the right to pursue or defend on behalf of Canada as an Additional Named 
Insured under the insurance policy, the Insurer must promptly contact the Attorney General 
of Canada to agree on the legal strategies by sending a letter, by registered mail or by 
courier, with an acknowledgment of receipt.

For the province of Quebec, send to: 

Director Business Law Directorate,
Quebec Regional Office (Ottawa), 
Department of Justice, 
284 Wellington Street, Room SAT-6042, 
Ottawa, Ontario  K1A 0H8 

For other provinces and territories, send to:

Senior General Counsel,
Civil Litigation Section,
Department of Justice
234 Wellington Street, East Tower 
Ottawa, Ontario   K1A 0H8

A copy of the letter must be sent to the SO Authority. Canada reserves the right to co-defend any 
action brought against Canada.  All expenses incurred by Canada to co-defend such actions will 
be at Canada's expense. If Canada decides to co-defend any action brought against it, and 
Canada does not agree to a proposed settlement agreed to by the Contractor's insurer and the 
plaintiff(s) that would result in the settlement or dismissal of the action against Canada, then 
Canada will be responsible to the Contractor's insurer for any difference between the proposed 
settlement amount and the amount finally awarded or paid to the plaintiffs (inclusive of costs and 
interest) on behalf of Canada. 

G.2 Errors and Omissions Liability Insurance

1. The Offeror must obtain Errors and Omissions Liability (a.k.a. Professional Liability) insurance, 
and maintain it in force throughout the duration of the SO, in an amount usual for a SO of this 
nature but for not less than $1,000,000.00 per loss and in the annual aggregate, inclusive of 
defence costs.

2. If the policy is written on a claims-made basis, coverage must be in place for a period of at least 
12 months after the completion or termination of the SO.

3. The following endorsement must be included:

Notice of Cancellation:  The Insurer will endeavour to provide the SO Authority 30 calendar days 
written notice of cancellation.


